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1. Funding Fee Payment System Overview 

Welcome to the Department of Veteran Affairs Electronic Funding Fee Payment System 
(FFPS).  This guide has been designed to show you how to use this new system.  It is not 
intended to provide any specific procedures on the Funding Fee Program itself.  Please refer to 
current VA guidelines, contact your local Regional Loan Center (RLC), or visit the VA Lenders 
and Servicers web site at www.homeloans.va.gov/l&s.htm for answers to questions on how the 
Funding Fee program works or for details on how to become a registered VA lender. 

The FFPS is a fully automated system accessible via the Internet for lenders to pay their funding 
fees on VA guaranteed loans.  [Note: the FFPS is not compatible with Netscape browsers.]  It is 
also a system that can be used by the VA RLC’s or corporate office to monitor payment activity 
and approve refunds when necessary.  Usage of the system is determined by your role in or 
association with the VA and the level of responsibility assigned to you.  There are eight different 
types of users within the FFPS that have varying levels of capabilities.  The user types are:   

1. Lender 

2. Lender Program Administrator (PA) 

3. VA RLC  

4. VA RLC PA  

5. VA Corporate  

6. Customer Service 

7. Customer Service PA 

8. VA Corporate PA 

The user capabilities will be explained in further detail throughout this user guide. 

http://www.homeloans.va.gov/l&s.htm
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The VA FFPS is accessed through the VA web site at https://www.pay.gov/va.  The initial 
screen a user will see is: 

 

If you are a new lender to the FFPS and need to register your lender ID, click on ‘Register’ 
on the left navigation bar and proceed to the self-registration section on page 6 for more 
instructions.   

If your lender ID has already been registered, proceed to page 9 for user logon instructions. 

If you have not yet received an individual user ID and password, you must request your 
FFPS lender program administrator (PA) to set you up as a user.  PAs can find user set up 
instructions on page 35. 
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2. Registration 

2.1 Lender self-registration 

The first user into the FFPS will need to register their particular lender ID.  This first user will 
automatically be set-up as a Lender Program Administrator (PA), so it should be someone who 
is to have ongoing authority to add additional lender users and lender PAs. 

Once you have clicked on ‘Register’, the system will roll to this screen: 

 

Enter the 10-digit lender ID that was assigned to you by the VA. 

Submit – click on ‘Submit’ button once the ID has been entered 

Reset – will clear out entered lender ID field 

Cancel – will take the user back to the user logon screen 

A lender ID can only be registered once in the FFPS.  An error message will be received if 
the ID has been previously registered. 
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2.1   Lender self-registration (con’t) 

 

To register, all fields with an * must be completed. This includes the lender’s bank transit 
routing number and account number, contact name, phone number, and fax number.  
Phone numbers should include an area code but no dashes. 

The address is pre-filled with information currently on file with the VA and during the 
registration process it cannot be changed.  [If the address is wrong and VA needs to update 
their system, please contact your RLC.  If the address just needs to be changed for the 
Funding Fee System, register, then contact customer service to change the address for the 
FFPS only.] 

Click on ‘Register’ once all required fields are entered. 

Registration information can be changed after a lender has been registered and a user has 
successfully logged on to the system.  See page 28. 
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2.1 Lender self-registration (con’t) 

 
This screen indicates you have successfully registered your lender ID. 

To use the FFPS, you will need the user ID and password provided, as well as a Lender PIN 
that will be mailed to the contact person at the address noted on the registration screen.   

The Lender ID and PIN is not unique and will need to be shared with all FFPS users at your 
lending institution.  However, User IDs and passwords are issued to individuals and should 
not be shared! 

Important - Because it could take up to five days to receive your Lender PIN, it is important 
to register your Lender ID as soon as possible.  Do not wait to register your lender ID 
until the day a funding fee payment is due. 
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3. Lender Internet Access 

3.1 Logon 

 
When a user is logging on to the FFPS, they access the system through the VA web site 
(addresses will be provided when the system goes live.) 

 
User ID - Enter your 8-digit personal ID. The Program Administrator who set up your ID in 
the system will provide you with the proper User ID.  Remember that IDs are case sensitive. 

 
Password 

First time users – If this is the first time you are accessing FFPS, you must enter the 
default password of ‘xyzzy123’.  Click on the ‘Login’ button and the system will 
automatically roll to the “change password” screen (see page 10) and force you to select 
a new password.  Passwords must be 8-14 characters in length with at least one number 
and one letter. 
Subsequent users – Enter your valid password 

 
Login – After entering User ID and password, click  “Login” to access the FFPS 

 
Reset – Clears all entered data on the screen 

 
Forgot Password? – Will take you to a screen with customer service’s contact information.  
They can help you obtain a password. 

 
VA Privacy Policy / Notices – Provides user with all applicable disclosures 
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3.2 Change Password 

 
If you are a first time user, you will be automatically directed to this screen after entering the 
default password on the User Login screen. 
 

Passwords may also be changed at anytime by a valid user by accessing this screen from 
the left navigation bar (users, change password). 

 
Old Password – Enter your old password 

 
New Password – Enter your newly selected password.  Remember the password must be 
8-14 characters in length with at least one number and one letter. 

 
Confirm Password – Enter your new password again. 

 
Click on ‘OK’ to proceed to the Lender Login screen 

 
Cancel – returns you to the User Login screen 
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3.3 Lender Login Screen 

 
After successfully completing the User Login, you will be directed to the Lender Login screen. 
 

Lender ID – Enter the valid 10-digit ID that was provided by the VA and registered on the 
FFPS (i.e. 9000090000).  If you do not have a Lender ID, contact the VA Regional Loan 
Center that has jurisdiction over your home office. 

 
PIN – Enter the 4-digit PIN provided to you.  This PIN was originally mailed to the individual 
listed as the contact when the lender was first registered on the FFPS.  If you cannot obtain 
your Lender PIN from another FFPS user within your organization, contact customer service 
as noted when you click on ‘Forgot PIN?.’  After customer service identifies you as an 
authorized user, they will provide you with the Lender PIN over the phone. 

 
Login – Takes you to the Welcome/Broadcast Messages screen  

 
Reset – Clears all entered data from the screen 

 
[Note:  VA users will not be taken to the Lender Login screen, but will be sent to the Welcome 
screen from the User Login page.] 
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3.4 Welcome / Broadcast Message Page 

 
Messages from technical support or the VA regarding the FFPS will be noted on this screen. 
 

After reading relevant messages, you are now ready to enter a new funding fee payment. 
 

On the left navigation bar, click on ’Payments’. 
 

Four choices will appear: 
1. New 
2. Correct 
3. View 
4. Cancel 

 
All four selections are detailed in the remainder of this Users Guide. 

 
Double clicking on ‘New’ will take you to the appropriate screen to enter a new funding fee 
payment to the system (see page 13). 
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3.5 New Funding Fee Payments 

 
The top of the New Funding Fee Payment screen will pre-fill with the Lender ID entered on the 
Lender Login screen and the associated Lender name from VA’s system.   
 
[Note: For VA corporate PA users and customer service, the Lender ID field will be blank and 
the user will need to enter a valid Lender ID.] 
 

First Name – loan applicant’s first name 
Middle Initial – If the applicant has a middle initial, it must be entered.  If no middle initial is 
entered, the system will prompt you to enter one.  If the applicant has no middle initial, leave 
blank. 
Last Name –applicant’s last name 
Suffix – select any other relevant suffix (i.e. Jr., Sr., II) from the drop-down list; otherwise 
leave blank 
SSN – the applicant’s 9-digit social security number 
Loan Number – the 12-digit loan number.  If the entered loan number is already in the 
FFPS, an error message will be received.  A loan number can only be duplicated if it is an 
assumption loan category. 
Property State – enter the 2 character state abbreviation 
Property County – select the appropriate county from the drop-down list 

 
Instructions for completing the Financial Information Section are continued on page 14. 
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3.5   New Funding Fee Payment (con’t) 

 
Loan Category – select one of the following categories from the drop-down list: Origination, Interest 
Rate Reduction Refinancing Loan (IRRRL), Other Refinancing, Manufactured, or Assumption. 
Closing Date – enter the date the loan was closed.  If the loan category is Assumption, you must 
enter the original closing date of the loan. 
Effective Date – is pre-filled with the current date, but can be changed to a future date. 
Assumption Date – can only be completed if the loan category is assumption.  Enter the date the 
loan is being assumed by the applicant. 
Reservist – yes or no 
Subsequent Use – yes or no 
Purchase Price – Required for originations.  Contracted price for the property.  Enter whole dollars 
up to 6 digits. 
Down Payment – Required for originations.  The amount of money being paid out-of-pocket by the 
applicant.  It can be $0.  (Not applicable to refinance loans.) 
Loan amount – Loan amounts should not include the funding fee or energy improvement amounts. 
For originations it is the purchase price minus the down payment, while for refinances it is the amount 
refinanced.  Loan amounts in excess of $500,000 cannot be processed. 
Funding Fee Exempt – Yes, No, Partial 
No. of Veterans Exempt – complete only if the funding fee is “partially exempt” 
No. of Loan Applicants – # of Veteran applicants only if funding fee is “partially exempt”  
Include Funding in the Total Loan Amount? – Yes, No, or Partial 
Partial Funding Fee Amount –dollar amount of the partial funding fee being included in the loan 
Include Energy Improvements Funds in Total Loan Amount?– pre-fills with “No”, change to “Yes” 
if appropriate 
Energy Funds Included in Loan Amount – enter dollar amount of the energy improvement funds 
included in the loan 
Next – double click to have the system calculate the funding fee payment amount 
Reset – clears all entered data from the screen 
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3.5.1 New Funding Fee – Calculated Fee Page 
 

 
Once the loan information has been added to the system, the funding fee is calculated and the 
‘Calculated Fee’ screen is displayed. 
 

Total Loan Amount – the loan amount plus any funding included in the loan amount 
Funding Fee Amount – fee calculated by the system 
Late Fee – If the loan closing date is more than 16 calendar days from the effective date, a late fee is 
calculated and assessed by the VA 
Interest Due – If the loan closing date is greater than 31 calendar days from the effective date, 
interest on the funding fee amount is calculated and assessed 
Payment Amount – indicates the total amount of the funding fee due (plus any late fees and/or 
interest charges) that will be charged against the lenders bank account 

 
The bottom of the screen recaps the information that was entered on the ‘New Payment’ screen. 
 

Back – returns the user to the previous screen if they need to make changes.  All previously entered 
data remains intact. 
Accept – rolls the user to the ‘Thank You’ screen 
Save – allows the user to store information and submit it later for payment 
Cancel – returns the user to the new payment screen and clears all previously entered data 

 
 
 

IMPORTANT:  Any payment made after 4 p.m. eastern time will not be processed 
until the next business day. 
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3.5.2 New Payment Accepted Confirmation 
 

 
This screen indicates the loan number for which the funding fee payment is being made.  If 
the information were saved, this page would indicate it was saved and available for later 
processing. 

 
A paper receipt will be available for printing within 24 hours.  [If a payment is made before 
the 4 p.m. eastern time cutoff, the receipt will be available for printing anytime the next 
business day.] 
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3.5.3 New Funding Fee – Calculated Fee Page for IRRRLs 
 

 
For IRRRLs only, there may be times when the calculated fee is slightly lower than the funding 
fee already collected by the lender.  If this is the case, the system allows the lender to manually 
enter a funding fee so the FFPS will reflect the amount in the loan documentation.   
 

A funding fee can only be manually entered for IRRRLs by clicking on the ‘Manual Entry’ 
field. 

 
A manually entered fee cannot be more than $6 higher than the calculated amount. 

 
Once the new amount is entered, click on the “Calculate” button. 

 
The Total Loan Amount and Payment Amount will be re-calculated using the manually 
entered funding fee amount.   

 
To process the payment, click on the ‘Accept’ button. 
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3.6 Receipts 

 
Receipts (sample shown on above screen) can be printed from the FFPS for inclusion in your loan 
packet to the VA.  Receipts can only be printed for payments showing as processed. Receipts will 
no longer be mailed to you from the VA.  There are two ways a user can access a receipt. 
 
1. Batch of receipts via the left navigation bar under ‘Reports, Receipts’ (not seen in above 

example; screen sample on page 61) 
Enter date range on the search screen for funding fee payments which need a receipt 
One receipt per page will be displayed.  Can download and print all pages at one time. 

 
2. Single payment receipt via the view payment screen (and/or payment activity report screen) 

From the left navigation bar, click on ‘Payments’, then ‘View’ 
When the payment search screen appears, enter the parameters to display loans with 
receipts.  This can be a particular loan number, date, status etc. 
When the results are displayed, click on the loan number for the receipt you want.  A 
detail page of information will be displayed.  
At the bottom of the detail screen, click on the hyperlink ‘Receipt’ to view and print the 
receipt for the funding fee paid on that particular loan 
Sample screens of the view payment function (including the receipt hyperlink) can be 
found on pages 19-22 of this guide. 
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3.7 View Payments 

 

To view previously submitted or saved payments click on ‘Payments, View’.  The above 
payment search screen will be displayed. 

The search results can be limited by entering various parameters.  These parameters 
include: 

Lender ID (only for VA users; for lender users the Lender ID will be pre-filled) 

Loan number 

Date range 

Veteran’s SSN, Last Name, and/or First Name 

Payment Status (pending, processed, returned, saved) 

Property State 

‘Sort By’ allows you to have the results displayed in order of last name, loan #, Office of 
Jurisdiction (OJ) or SSN 

If you want to find information on one particular loan, it is best to input the specific loan 
number, or as much specific information that is available.  To obtain all new payments for 
the previous month, enter date range, and status of “Processed”. 

Click on ‘Search’ 
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3.7   View Payments (con’t) 

 

Loans matching the entered criteria will be displayed on the bottom of the screen. 

If there is more than one page of information, click on ‘Next’ above the Payment Search title 
to get to the next page.  ‘Previous’ will take you back to a previous page of information. 

The search results will display the loan number, Vet’s name and SSN, Property State, 
Payment Status, and OJ.  If the loan is an assumption, an ‘X’ will be marked in the first 
column labeled “A”. 

More loan detail and payment history can be obtained by clicking on a specific Loan 
Number.  The system will roll to the following screen: 
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3.7   View Payments (con’t) 

 
The most current information entered for the chosen loan is displayed at the top of the page. 

The most current payment details are shown under “Calculated Payment Amount.” 

The payment/loan history is shown under “Transaction Detail”.  For example, a particular 
loan could have a new payment, then a non-financial change (i.e. correction to a SSN), then 
a change in loan amount that would create either a refund or additional payment.   

Each transaction would be listed separately in the detail.  Details on what information was 
entered for the loan at that particular time can be obtained by clicking on the ‘Detail’ 
hyperlink. 

And as noted on page 18, if a printed receipt is needed for payment, it is obtained by 
clicking on the ‘Receipt’ hyperlink. 
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3.8 Cancel Payments 

 
If a payment was entered in error, it can only be canceled if the status is showing as 
pending.  Once the status shows as processed, the payment has already been sent to VA. 

 
To cancel pending payments, click on ‘Payment, Cancel.’  Conduct a payment search as 
you would under View Payment. 

 
Once you have found the loan that should be canceled, click on the Loan Number hyperlink. 

 
The above dialog box will appear on your screen.  Click ‘OK’ to cancel the payment. 
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3.9 Correct Payments 

Correcting payments follows the same basic methodology as view payments.  Clicking on 
“Payments, Correct” will take the user to a payment search screen. Specific parameters can be 
entered to identify the desired loan.  Once a loan number is selected from the payment results 
table, the user will see: 

 
Lenders can make corrections to any of the editable fields, financial or non-financial 
information.  [Note: RLC users and VA Corporate (non-PA) users can only make corrections 
to non-financial information.  They cannot make any changes to information that would 
impact the funding fee payment amount.] 

Once all corrections have been entered, click on ‘Next’.  [At the bottom of the screen, but not 
shown in the example above] 

The Correct function is used if a user wants to recall a previously saved loan and then 
submit the funding fee payment.  The saved loan is pulled from the search results, and if no 
changes were necessary, the user would submit each screen to initiate the payment. 
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3.9   Correct Payment (con’t) – Additional Payment 

 

The correction screen will roll to a new ‘Calculated Fee’ page.  If only non-financial changes 
were made, the final amount due would be zero.  The changes would be shown in the 
information recapped at the bottom of the screen. 

If a financial change results in an additional payment due, as shown in the example above, 
the system will display the New Funding Fee calculated, the Previously Paid Fee amount, 
and the Additional Payment due. 

The Final Amount Due is the amount that will be debited from the lender’s bank account. 

If the user agrees with the information, click on ‘Accept’. 
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3.10 Refunds 

 

3.10.1 Calculated Fee screen (from correct payment) 

 
If financial changes result in a refund due to the lender, the Additional Payment field will 
show as a negative dollar amount. 

The Final Amount Due will indicate the Refund Due to the lender. 

The lender should type in a Reason for Refund to assist in the approval process. 

Click ‘Accept’ if all information is correct. 
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3.10.2 View Refunds 

 
Refunds are not automatically credited to a lender’s account since two levels of VA approval 
are needed. 

A lender can check on the status of any refund by clicking on the left navigation bar, 
‘Refunds, View’. 

To narrow the results, specific parameters such as date or status can be entered.  Click on 
‘Search’. 

All refunds fitting the specified parameters would be listed on the bottom of the screen (and 
continued onto the next screen as needed).  Details for a particular refund can be found by 
clicking on the Loan Number hyperlink (see page 44). 

Refund statuses are  
pending initial approval  
pending final approval  
approved 
denied 
suspended 
canceled. 

Once approved, the lender can expect to receive their refund within 7 business days. 
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3.11 Change Registration 

 
Once a lender has been registered, there may be times when lender information needs to 
be updated.  It is helpful if the user keeps this information current, in the event additional 
information on the FFPS needs to be distributed to all lenders, or if customer service needs 
to contact someone at the lender’s office regarding a payment. 

If the lender account information, contact information, address, phone number and/or email 
address has changed, the user can update the system directly by accessing “Registration, 
Change” from the left navigation bar. 

Remember, all fields with a red * must be completed. 

Since the VA issues the Lender ID, it is the only information that cannot be changed. 

The user corrects any of the fields of information that need to be changed then clicks on 
‘Submit.’ 
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3.11   Change Registration (con’t) 
This next screen indicates the registration information has been updated and displays all 
updated information. 
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3.12 Contacts 

 
The Contacts screen can be accessed from any screen by double clicking on ‘Contacts’ on 
the left navigation bar.  It can be accessed even before a user signs on, or a lender is 
registered. 

This page lists all Regional Loan Centers, their phone numbers and email addresses. 

The Customer Service number and email address are shown if the user has questions about 
the FFPS.  Customer service representatives can: 

Assist with problems/questions on any of the FFPS input screens 
Reset passwords 
Supply lost Lender PINs 
Update user and/or lender information 
Research problems with submitted payments 
Enter payments for a lender in the event a lender’s Internet access is disrupted.  This is 
done on an exception basis only.  You should never provide a customer service rep with 
your User Password or Lender PIN.  They can enter payments on your behalf with their 
own User ID and Password.  Customer service will need to identify you by your name, 
User ID, mother’s maiden name, and last four digits of your SSN. 

 
Clicking on an email address will hyperlink you directly to an email ‘send message’ screen. 
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3.13 Reports – Payment Activity Report 
 

 
To obtain a report on payment activity, click on ‘Reports, Payment Activity’. 

 
A search will be displayed, and specific parameters can be entered.  Once parameters are 
entered, click on ‘Search’. 

 
Results will be displayed in a table at the bottom of the screen as shown above. 

 
To obtain a formatted report of this information, click on ‘Link to Payment Activity’. 

 
A user can also skip right to a formatted report (as shown on page 31), by entering specific 
criteria and clicking on ‘Link to Payment Activity’ first rather than ‘Search’. 

 
To obtain a formatted report on a specific loan, click on that loan number hyperlink. 
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3.13   Reports – Payment Activity Report, con’t 

 
A report showing the entered search parameters and results will be displayed.   

This report can be printed by clicking on the ‘Download/Print’ function at the top of the page. 
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3.14 Logout 

 
To end your funding fee payment session and exit the FFPS, double click on ‘Logout’.   
 
This will take you back to the User Login Screen.  If you forget to logout, you will not be able 
to enter the FFPS for at least 15 minutes. 
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4. VA Internet Access 

In addition to lenders, VA personnel may also be provided access to the FFPS.  This includes 
personnel at the Regional Loan Centers and Corporate Headquarters.  VA user access is 
dependent upon your location at a RLC or Corporate HQ, and your user designation as a User 
or a Program Administrator (PA).  Access privilege details can be found in section 3, Lender 
Internet Access, or section 5, Program Administrators Internet Access.   

To summarize: 

 RLC USER RLC PA CORP USERS CORP PA 

Enter New Payments    X 

View / Cancel payments X X X X 

Correct payments 

- non-financial corrections 

- financial corrections 

 

X 

 

 

X 

 

X 

 

X 

X 

View refunds X X X X 

New lender registrations    X 

Change registration info  view info 
only 

X X 

Approve/Deny/Suspend 
refunds 

 X  X 

Set-up new users  X X X 

Reset user passwords  X  X 

Update broadcast 
messages 

   X 

Access finance reports   X X 

 

Pay.gov Customer Service has all the same privileges as VA Corp PAs except they cannot 
approve/deny/suspend refunds or register new lenders.   

Lender PAs can enter, view, correct and cancel payments; view refunds; register new 
lenders; change registrations; set-up new lender users and lender PAs only.
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4.1 Logon 

Users who are not lenders only need their user ID and password to access the FFPS.  
Once they have successfully entered that information, the system will skip the lender logon 
screen and roll directly to the Welcome/Broadcast message screen. 

4.2 Correct / View payment 

When viewing or correcting a payment, VA users must enter a valid lender ID on the 
search screens.  VA users can view payments for any lender ID, but can only make 
changes to lenders within their RLC.  Instructions on these functions can be found in 
sections 3.7 and 3.9. 

4.3 Reports  

Details on available reports for VA users/non-program administrators are provided in 
Section 5.3. 
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5. Program Administrators Internet Access 

5.1 Users 

5.1.1 New User Set-up 

 

Lender PAs can only set up Lender Users; RLC PAs can set up RLC and Lender users; VA 
Corporate and Customer Service can set up all types of users. 

The choice of new users displayed on the left navigation bar will depend on who is signed 
on and doing the set up.  (The example above is for a VA Corporate PA setting up a RLC 
User.) 

Enter all required information as indicated by the red *.  For Lender Users the appropriate 
Lender ID will need to be entered.  For RLCs, the applicable center must be entered. 

If the user is to be a Program Administrator, check the PA box. 

Double click on ‘Add’. 
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New User Setup (con’t) 

 
The system will roll to a confirmation screen that indicates the new user’s ID and the default 
password. 

 
The PA must provide the user ID and password to the new user. 
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5.1.2 View User 
 

 
If a PA wants to see information on a particular user, click on the left navigation bar (Users, 
View). 

 
A ‘User Search’ screen will appear.  Enter specific information about the user to narrow 
down the search (i.e. Last name, SSN, etc) 

 
A list of users matching the entered criteria will be displayed at the bottom of the screen. 

 
Click on the User ID hyperlink to see more details on a user (see page 38 for the screen 
display). 
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5.1.2   View User (con’t) - Details 
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5.1.3 Change User 

 
To update information on a user, the PA would click on ‘User, Change’ from the left 
navigation bar. 

 
This will display a user search as described in the previous section. 

 
Select the user for which changes must be made. 

 
Enter new information and click on ‘Change’. 
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5.1.4 Delete User 
 

 
If privileges are to be canceled for a user, the PA must delete that user from the FFPS via 
the ‘User, Delete’ function. 

 
PA selects the user from the user search as previously described. 

 
When the User ID to be deleted is selected, the above dialog box is displayed.   

 
Click ‘OK’ to delete or ‘Cancel’ to abort the delete function. 
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5.1.5 Reset Passwords 

 
If a user cannot remember their password, a PA can reset it to a default password using the 
‘User, Reset Password’ function on the left navigation bar. 
The User Search will be displayed and specific parameters can be entered. 

Once a list of users is displayed, click on the User ID hyperlink. 
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5.1.5   Reset Password (con't) 

 
The system will roll to the ‘Reset Password’ screen, which displays reset and activity dates 
and times. 

To reset the password to the default, click on the ‘Reset Password’ button. 
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5.1.5   Reset Password (con’t) – confirmation 

 
The system will confirm that the password has been reset to the default password of 
‘xyzzy123’. 

Inform the user of the default password and remind them that the system will automatically 
force them to change the default password when they sign on to the system with it. 
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5.2 Refunds 

5.2.1 View Refunds 

 
To view refund details, click on the ‘Refund, View’ from the left navigation bar.  Refund 
searches are conducted in the same manner as payment and user searches. 

 
Click on the loan number hyperlink to see details regarding a particular refund request. 
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5.2.1   View Refund  (con’t) – Detail Results 
 

 
The View Refund screen will show the Refund Amount, the Lender Name, the current 
Status, the user ID of the approvers (Initial and Final Decider) and the Vendor Code.  

 
If the refund was denied, the reason for the denial will be noted. 
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5.2.2 Approve/ Deny Refunds 
 

 
Refunds must be approved by two different PAs (these will usually be at a RLC). 

 
RLC PAs should pull up their Approve/Deny refund screen daily to determine pending 
refund requests.   

 
Click on ‘Search’ or enter specific parameters.  For example, if one RLC PA is responsible 
for initial approvals then entering a status of “pending initial approval” will display all refunds 
to be approved. 

 
In the same manner, another RLC PA can search for all refunds with a status of “pending 
final approval” to complete the approval process. 

 
To approve or deny a particular refund, click on the Loan Number hyperlink. 



Pay.gov User Guide        VA Funding Fee Payment System 

  47 
 

5.2.2   Approve/Deny refund (con’t) 
 

 
Complete whatever research is needed to approve/deny a refund. 

 
The second/final approver must enter a valid vendor code in the ‘Vendor Code’ field in order 
for the refund to be properly processed through VA Finance.  For more information on how 
to obtain a vendor code refer to existing VA procedures on Vendorization.  [VA - IS THERE 
A PARTICULAR MANUAL THEY CAN REFER TO?]  If the RLC does not have an existing 
vendor code, it will take 2-7 days to receive one after the appropriate paperwork has been 
submitted to the VA Finance, Vendorizing Unit. 

 
If the refund is to be denied, enter the Denial Reason. 

 
Click on ‘Approve’ or ‘Deny’ to update the status. 

 
A refund must have two approving deciders or two denying deciders in order to be 
processed through the system.  If one decider approves the refund and the second one 
denies the refund, the status will revert to Pending Final Approval/Denial. 
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Refund Approved – confirmation 
 

 
The system will roll to the next screen confirming the approval.  The status will be updated 
and the approving User ID added. 

 
A denial reason will be displayed if the refund was denied. 
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5.2.3 Suspend Refunds 
 

 
An approved refund request is forwarded to VA Finance for processing.  Sometimes these 
refund requests will suspend at the VA because an invalid vendor code as been entered. 

 
If a refund rejects from the Finance system, MLAC (Mortgage Loan Accounting Center) will 
receive a notification.  They in turn will notify the approving RLC of the suspended refund so 
the FFPS status can be properly updated. 

 
When an RLC or VA Corp receives this suspended notification from MLAC, they need to 
change the refund status by clicking on ‘Refunds, Suspend’. 

 
A search screen will be displayed for the user to enter search parameters. 

 
Once the parameters are selected, click on the ‘Search’ button. 

 
A list of loans matching the selected parameters will be displayed below the search screen. 

 
Click on the Loan Number hyperlink to display the loan that needs to have the refund 
suspended. 

 
 



Pay.gov User Guide        VA Funding Fee Payment System 

  50 
 

5.2.3   Suspend Refund (con’t) 
 

 
The system will roll to the ‘Suspend Refund’ screen. 

 
If this is the correct loan, click on the ‘Suspend’ button. 

 
The refund status will be changed from ‘Approved’ to ‘Suspended’. 

 
The RLC must obtain the proper vendor code. 

 
Once a new vendor code is determined, the suspended refund needs to be re-approved by 
one final approver.  This does not need to be the same original final approver.  The final 
approver only needs to be different from the initial decider (see page 47 for details on 
approving refunds). 
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5.3 Reports 

 
5.3.1 Payment Activity 
 

See section 3.13 for details on the Payment Activity Report function. 
 
5.3.2 Financial Reports 
 

Clicking on ‘Reports, Financial’ will display all the financial reports available for viewing by 
VA users. 

 
Double clicking on any report title will take the user directly to that report. 

 
A summary report of all funding fee activity is found in the “Total By Loan Category Report” 
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5.3.3 Total by Loan Category Report 
 

  
This first page of the report will display all payments made by loan type for the current fiscal 
year.   

 
Monthly details on these totals can be found by clicking on ‘Next’ at the top of the screen.  
(See page 53 for screen detail.) 
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5.3.3   Total by Loan Category Report (con’t) 
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5.3.4 Assumption Loan 

 
Detailed reports on specific loan categories can be seen by clicking on that particular 
hyperlink from the first Financial Report screen (page 51). 

 
The above screen is a sample of one of these loan type reports (Assumption loans). 

 
For more detailed information regarding these reports, contact the VA Corporate Loan 
Guaranty Office. 
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5.3.5 New Lender Report 

 

 
Any VA user can view a report of all new self-registered lenders by clicking on ‘Reports, 
New Lender’. 

 
If you only want a listing of lenders registered within a specific timeframe, enter the 
appropriate “from and to” dates. 

 
Report results can be sorted by Lender Name or Lender ID. 

 
Customer Service will use this report to determine on a daily basis which new lenders will be 
receiving a Lender PIN letter (see page 64). 
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5.3.6 User Report 

 
The User Report is another way for a PA to obtain information about users. 

 
The information in this report is the same as the information one would see through the 
‘User, View’ function. 

 
Click on ‘Reports, User Report’. 

 
The User Search will be displayed.  Enter parameters to search for a particular user.  All 
users matching the criteria will be shown at the bottom of the page.  Click on the User ID 
hyperlink to view details about that particular user. 
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5.3.6   User report (con’t) 

 
The detailed user information will show the User ID, last 4 digits of the SSN, name and 
phone number.   

 
This information can be used for user identification purposes by Customer Service, the 
RLCs, and VA corporate.
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5.4 Edit Broadcast Messages 

This screen is used by VA Corporate PAs or Customer Service to update the
broadcast message seen by all users.  This is an ideal way to communicate
important and timely information to FFPS users. 
A minimal knowledge of HTML is helpful when using this screen, but is not
necessary. 
To change a message, type new information directly over the text shown in the
input box. 
To create an entirely new message, highlight and delete the current information.
Select from the formatting section if you want the new message to be bolded,
italicized, underlined and/or centered.  If the Mode is in ‘Basic”, clicking on these
options will place the proper HTML tags on the input screen.  To see this coding,
scroll to the bottom of the text input box. 
Then place the cursor in the middle of the coding commands and type the new
message. 
If you change the mode to ‘Prompt’, click on the formatting boxes and a box will
appear in which you can type the desired message. Click ‘OK’ and the message will
be transferred to the input box.  Again, to see the information, you must scroll to the
bottom of the input box. 
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6. CPU Lenders 
6.1 Submit File 

 
Before a CPU lender can send their payment files to the Pay.gov VA FFPS, a user must be 
signed onto the FFPS with a valid Lender ID and PIN. 

 
Files can then be uploaded through the ‘CPU, Submit File’ function.  [Note:  the CPU file 
format is revised for use with the FFPS.  CPU lenders received the proper file format in 
January 2002.  This new file format must be used with the FFPS.] 

 
The user browses through their current files, selects the one to be sent to the FFPS and 
clicks ‘Submit’.  A secure file transfer from the lender to the VA FFPS is then initiated. 

 
Lenders can view the status of sent files, rejected payments and batch print receipts through 
the ‘View’ function. 
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6.2 View Rejected files 

 

To view transactions that may have rejected from a CPU Lender’s file submission, click on 
‘CPU, View, Rejected’. 

A search screen will be displayed and Lender ID or dates can be entered to narrow the 
search for rejected transactions.  [If ‘Search’ is clicked without any parameters, all rejected 
transactions will be displayed at the bottom of the screen.] 

Click on ‘Search’ to view rejected transactions (including Lender ID, Loan Number, Rejected 
Date, and Reason for the rejection). 
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6.3 View Receipts 

 

 
To batch print receipts for all payments that were submitted and processed the
previous day, click on ‘CPU, View, Receipts’. 
As search screen is displayed.  Enter a Lender ID or date range.  If left blank, all
receipts for all payments made through the FFPS will be displayed. 
Click on ‘Search’ 
Receipts are one to a page and will be printed one to a page.  To view receipts click
on ‘Next’ or enter a specific page number in the box at the top of the screen. 
To print receipts in one batch click on ‘Download/Print’ and follow instructions. 
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6.4    Reports Download/Print Function 

After clicking on download/print, this screen will appear. 
Reports can be viewed, printed and/or saved to a local PC in the adobe acrobat format. 
To print a report (i.e. batch report of all receipts from previous day, click on ‘View PDF’. 
The following screen will display: 
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6.4   Download/Print Function (con’t) 
 

Click on “ Open this file from its current location” and then “OK”. 
 

If your system already has Adobe Acrobat, the report file will download. 
 

The report can then be printed clicking on “Print” 
 

In some cases this message box may appear: 
 

Click on the top program “AcroRd32”, and the system will then roll to 
the printable report version. 
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6.5 View Received files 

A CPU lender may be interested in notification that a submitted payment file has
been received.  Anytime after a CPU submission, click on ‘CPU, View, Files
Received’ to obtain a file status report. 

 
A search screen will be displayed and dates can be entered to limit the search.   

 
Click on ‘Search’. 

 
Results are displayed at the bottom of the screen including Lender ID, File Receipt
Date, User ID, and File Status. 

 
Status will be either Received or Rejected. 
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7. Customer Service 
 
If you have questions regarding how to use this system, you may call the Pay.gov customer 
service number at 1-877-807-4135.  The operators are currently available from 8 a.m. through 
5 p.m. Central Time.  Outside of those times, a message may be left, and your call will be 
returned on the next business day.  Customer service representatives can: 

Assist with problems/questions on any of the FFPS input screens 

Reset passwords 

Supply lost Lender PINs 

Update user and/or lender information 

Research problems with submitted payments 

Enter payments for a lender in the event a lender’s Internet access is disrupted.  This is 
done on an exception basis only.  You should never provide a customer service rep with 
your User Password or Lender PIN.  They can enter payments on your behalf with their own 
User ID and Password.  Customer service will need to identify you by your name, User ID, 
mother’s maiden name, and last four digits of your SSN. 
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7.1 Lender PIN report 

 
This report (‘Reports, Lender PIN’) is for Customer Service’s use and displays a list of all 
lenders who have self-registered and are eligible to receive a Lender PIN letter. 

After finding the new lenders from the New Lender Report (see page 55), Customer Service 
can enter the appropriate Lender ID in the search parameters or a date range of new lender 
letters. 

Clicking on the Lender ID hyperlink will take the Customer Service user to the Lender PIN 
letter which can then be printed and mailed. 

Customer Service and VA Corporate PA users can also access these letters to provide lost 
PINs for Lenders. 
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